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Corrected Copy   
POSITION: 
Management Services Technician 
Limited Term: 9 Months to 1 Year 

(May become Permanent) 

SALARY: 
Range A - $2,331 - $2,835 
Range B - $2,632 - $3,201 

LOCATION: 
Cal-Mortgage Loan Insurance Division 
300 Capitol Mall, Suite 1500 
Sacramento, California 95814 

 
The Cal-Mortgage Loan insurance Division (Cal-Mortgage) of the Office of Statewide Health Planning and 
Development (OSHPD) is a State agency whose purpose is to provide access to capital for non-profit health 
facilities.  Cal-Mortgage provides this service by insuring the loans made to those facilities.  The principal method of 
financing is through tax-exempt bonds.  The Management Service Technician reports to a Construction Financing 
Supervisor. 
 
DUTIES: 
♦ Acts as the liaison between Cal-Mortgage and the department’s Accounting Office. 
♦ Acts as the division’s accounts receivable and accounts payable technician. 
♦ Maintains the loan insurance premium accounts and records for all insured projects.  This includes billing for 

approximately 177 active projects each year and following up to be sure payment is received. 
♦ Maintains the division’s disbursement and asset recovery ledgers for defaulted projects.  
♦ Provides support to project officers in reviewing financial statements and in entering information using financial 

analysis software known as Moody’s Financial Analyst. 
♦ Monitors and prepares report on the status of projects debt services reserve fund and payments from the 

Health Facility Construction Insurance Fund. 
♦ Provides consultation to clerical staff in accounting and data input functions. 
 
DESIRABLE QUALIFICATIONS: 
• The ability to read and understand financial statements (i.e., Balance Sheet, Statement of Revenues and 

Expenses, cash flow reports.). 
• The ability to make judgments regarding how to treat specific asset, liability, and equity accounts. 
• Proficiency in Ten Key, Microsoft Word, and Excel. 
• Experience and understanding of the procedures and processes of administrative functions. 
• Acceptable writing skills, networking, and facilitation and organizational skills. 
 
WHO MAY APPLY: 
Applications will be accepted from candidates currently on SROA/surplus status.  Applicants should attach a copy 
of their notice.  The most qualified individuals will be selected for an interview.  

 
Interested parties submit a State Examination and/or Employment  

                                        Application, Std. 678, and a resume to: 
 

   Cal-Mortgage Loan Insurance Division 
   Attn:  Merrilee Malcomb 
   300 Capitol Mall, Suite 1500 
   Sacramento, California 95814 

For further information, contact Merrilee Malcomb at (916) 327-5860. 
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